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Acrobat 7: Forms
Learning guide

Why use Acrobat forms?

Every department uses forms to collect information from faculty,
students, and staff. Often, these forms are distributed in paper
format and returned with illegible handwritten notes covering each
area of the form. In other situations, forms are distributed as Word
documents whose formatting can deteriorate as respondents draft
their answers to each question.

Forms created with Acrobat, on the other hand, allow your
respondents to type readable responses without changing the layout
of the form. Respondents can print their completed form and
easily deliver it to your office or send it by campus or US Mail.
The end result is increased ease of use for the people filling out
your forms, and greater ease of data collection for your
department.

Although Acrobat allows you to create 7 different types of fields,
the most common are text fields, combo boxes, and check boxes.

Use this field... For...

Text field A text-based, narrative, or multi-line
response; for example, names,
addresses, explanations, etc.

Combo box Choosing one of a small group of
responses; for example, Tufts status
(faculty/staff/student), academic
program within a department, etc.
Check box A yes/no response to a prompt, where
a checkmark indicates a “yes” answer;
for example, “Make me a web-based
learning account.”
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Getting started

Since you cannot compose or design documents in Acrobat, you

will need an existing document (most often created in Word) to

serve as your form. Once you’ve finished designing your form &

converting it to an Acrobat document, you can begin adding fields

to contain the text entered by the people who use your form. To

open your document in Acrobat:

e From the File menu, select Open.

e Navigate to the folder where you saved the Acrobat document
that will serve as the basis of your form.

e Click on the name of your document to select it.

e Click on the button labeled Open.

Creating a text field

Text fields are the most common field type because they can

contain answers to many different kinds of questions. If you are

not sure what type of field you need for a particular question,

create a text field. To create a text field:

e From the Tools menu, select the Advanced Editing submenu.

e From the Advanced Editing submenu, select Show Forms
Toolbar.

e The Forms toolbar will appear at the top of your screen.
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e From the Forms toolbar, click on the Text Field Tool button.

[

e Your cursor will change from an arrow to a cross hair cursor.

e Move your cursor to the area of your document where you
wish to insert the text field.




e Hold down your cursor and drag it to draw a rectangle that is
the shape and size of the text field you wish to insert.

e Once the rectangle is the size you wish, release your cursor.

e A rectangular box with a red border will appear to show you
what your text field will look like.

e The Text Field Properties window will appear.

Text Field Properties FZ|
General | appearance | Options | Actions | Format | Validate | Calculate
Mame |Te><t3
Tooltip |
Cornrnon Propetties
Form Field: | visible v [CIread Cnly
Orientation: |0 v | degrees Clrequired
Dt

e Click on the tab labeled General.

e Inthe box labeled Name, type the name you wish to give to
your new field.

¢ Inthe box labeled Tooltip, type a short description of the
contents that will be entered in the field.

Marme |name

Tooltip |FL||| name of respondent

e Click on the button labeled Close to finalize your field.

Tip: Previewing your form field

Once you’ve created a form field, you’ll need to click on the Hand
Tool button (on Acrobat’s toolbar) to see the field the way the
users of your document will see it.
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Creating a drop-down menu

Acrobat allows you to create drop-down menus (called combo
boxes) that allow the users of your form to choose one of a group
of possible answers in response to your question.

Creating a combo box field
e On the Forms toolbar, click on the Combo Box Tool button.

e Move your cursor to the area of your document where you
wish to insert your combo box field.

e Hold down and drag your cursor to draw a rectangle that is the
shape and size of the field you wish to insert.

e When you are satisfied with your field, release your cursor.

e A rectangle with a red border will be displayed to show you
what your field will look like.

e The Combo Box Properties window will appear.

Combo Box Properties gl
General | pppearance | Options | Actions | Format | validate | Caleulate
Marne |TuFtsStatus
Tooltip |Status (Faculky fstaff fstudent )
Corrmon Properties
Form Field: | visible v [CIread only
Orientation: |0 || degrees [Irequired
P

e Click on the tab labeled General.

e Inthe box labeled Name, type the name you wish to call your
new field.

e Inthe box labeled Tooltip, type a short description of the
contents that will be entered in the field.
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Creating menu items

On the Combo Box Properties window, click on the tab
labeled Options.

In the box labeled Item, type the name of the first menu item
you wish to appear in your combo box.

Click on the button labeled Add.

General | Appearance | OPtions | Actions || Format | Yalidate | Calculate

Item: |Faculty Add

Adding additional menu items

In the box labeled Item, type the name of the second menu
item you wish to appear in your combo box.

Click on the button labeled Add.

The first menu item will appear in the box labeled Item List.

Tkem List: | Faculty

The second menu item will appear in the box labeled Item
List.

Ttem List: | Faculty
Staff

Use the previously described techniques to add more menu
items to your combo box.

Click on the button labeled Close once you have finished
adding menu items to your combo box.




Powered
by

s

Reordering your menu items

Often times you will want to arrange your menu items in a

different order from how they currently appear. To reorder your

menu items:

e From the Item List, click on the item you wish to relocate.

e Click on the buttons labeled Up or Down to move the item to
the location you wish. Your menu item will automatically move
once you click either button.

Item List: | Faculty Delet

Creating a check box

In many situations, the answer to a prompt or question will be
either yes or no. In those cases, a checkbox will allow the user of
your form to quickly record his/her answer to one of your
questions by clicking in the box. To create a checkbox:

e From the Forms toolbar, click on the Check Box Tool button.
4

e Move your cursor to the area of your document where you
wish to insert your check box field.

e Hold down and drag your cursor to draw a rectangle that is the
shape and size of the field you wish to insert (usually only a
very small square)

e Release your cursor when you are satisfied with the size of
your field.

e A square box with a red border will be displayed to show you
what your check box will look like.
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e The Check Box Properties window will appear.

Check Box Properties

zeneral |P.p|:-earanu:e Qptions || Actions

Mame |NewsList

Toolkip (SRR

e Inthe box labeled Name, type the name you wish to call your
new field.

e Inthe box labeled Tooltip, type a short description of the
contents that will be entered in the field.

e Click on the button labeled Close to finalize your checkbox.

Adding a border to your text field

e Double-click on the field you wish to format.

e From the Field Properties window, click on the tab labeled
Appearance.

Choosing the color of your border
e Inthe Border area, click on the colored box next to the label
Border Color.

Borders and Colors

Earder Color: E;i Line Thickness:
Fill Calar: |:| Line Style:

e From the menu of colors, click on the color you want your
border to be.

[ .
Mo Color |
@l EEEEEN
EEEEEEN

| EEEN

| O o
Ctter Color...




Choosing the thickness of your border

e Click on the down-facing arrow next to the box labeled Line
Thickness.

e From the drop-down menu that appears, select the thickness
you want to apply to your border.

Line Thickness;

Line Style:

e Click on the button labeled Close to apply the color and width
selections to the border of your text field.

Formatting the contents of your text field

Often, you will want to format the text within your field for
maximum readability. Acrobat allows you to specify the color,
font, and size of the text entered by the users of your form.

Specifying the color of the text within the field

e Double click on the text field.

e The Field Properties window will appear.

e Click on the colored box labeled Text Color.

e From the drop-down menu that appears, select the text color
for any content entered into your field.

Text Color!
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Cther Color... W

Specifying the font of the text entered in your field

e Double click on the text field.

e The Field Properties window will appear.

e From the window, click on the down-facing arrow next to the
box labeled Font.

e From the drop-down menu that appears, choose a font for the
text in your field.

e To specify the size of the text entered in your field, click on the
down-facing arrow next to the box labeled Font Size.
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e From the drop-down menu that appears, choose a size for the
text in your field.

Texk

Fork Size: | Auto w Text Colaor: [E]

Font: | {5

e Click on the button labeled Close to finalize the formatting
changes that you’ve made.

Tip: Saving your form
As you make changes to your PDF document, remember to save
the document.

Formatting your menu or checkbox

e Double-click on the combo box or checkbox you wish to
format.

e From the Field Properties window, click on the tab labeled
Appearance.

Choosing the color of your border

e Click on the colored square to the right of the Border Color
label.

Borders and Colors

Border Color: E;j Line Thickness: | Thin A

Fill Calor: () Line Style: | Solid -

e From the drop-down menu that appears, click on the square
containing the color you want to apply to your border.

Mo Color L1
@l EEEEEN
EEEEEEN
| | HE
[ | ol
Other Color...
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Choosing the thickness of your border

e Click on the down-facing arrow next to the box labeled Line
Thickness.

e From the drop-down menu that appears, select the thickness
you want to apply to your border.

Line Thickness: | Thin M
_ | Thin |
Ling Skyle: Medium ]
Thick, k
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